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1. HEJIM X 3AJAYU OCBOEHUSA JUCIHUITJIMHbI

Hean ocBOEHUS TUCHUIUIMHBI (MOJYJIs):
- MPUOOPETEHHE CTYJACHTAMHU TEOPETUUECKUX U MPAKTUUECKUX 3HAHUHN K 0(DOPMIICHUIO
Y COCTABJICHUIO OPTaHU3aIMOHHO-PACTIOPSIINTENBHBIX JOKYMEHTOB B HETOCY/1apCTBEHHBIX
opraHu3anusx (KOpmopaTUBHBIX (UpMax) Kak 0a30BOMY MPOIECCY B pead3allii BCEX
yHpaBieHYeCKUX (PYHKIUHA.

3agaum:

- MOoApOoOHO PacCMOTPETh TMPOIECC JAOKYMEHTOOOOpOTa  HErocyAapCTBEHHBIX
opraHuzanuii (KOpnopaTUBHBIX (HUPM), BKIIOYAIOLIMNA COBpEMEHHbIE TpeOOBaHUA K
COCTABJICHUIO U O(QOPMJIEHUIO YNPABICHYECKUX (OpraHU3alMOHHO-PACTIOPSAUTENBHbIX )
JOKYMEHTOB, IBUKEHUE JOKYMEHTOB, UX 00pab0OTKa ¢ MOMEHTA MOJYYEHUS WM CO3/IaHUs
70 3aBEpIICHMs HCIOJHEHUs, OTIpaBKa aJpecary, KOHTPOJb WCIOJHEHUS M cladya Ha
XpaHEHUE, a TaK xKe 0COOEHHOCTU PadOTHI C KaAPOBBIMU JOKYMEHTaAMHU.

2. MECTO JUCHUIIVIMHBI B CTPYKTYPE OITIOII BO

[Iporpamma yueOHoO#M mucuuruinabl «KoprnopaTUBHOE YIpaBieHUE: TEXHOJOTUU U
JTIOKYMEHTBI» sBisieTcs: coctaBHOM yacThio OITOII, obecnieunBaromieii peanuzaiuio OI'OC
BO.

[TockonbKy [naHHas ydyeOHas NUCUMIUIMHA HampaBjieHa Ha (QopMuUpoBaHHE Y
CTYJICHTOB TEOPETUYECKUX 3HAHUW M MPAKTUYECKUX MPOPECCHUOHABHBIX YMEHHH, IO
HanpaBieHU0 noArotoBkun 46.03.02 J[OKyMEHTOBEEHHE W apXHBOBEIACHUE, KypC
onupaercss Ha TnoNoXeHus «JlokyMeHToBeneHus», «Opranusaius ¢W TEXHOJOTHS
JOKYMEHTAIMOHHOTO 00ECIIEYEHUs YIIPABICHUN» U CIIY>)KUT TEOPETUYECKOM OCHOBOM IS
M3y4EHHsS Jpyrux AucuuiuinH. Kypc [naer 3HaHWEe CYIIHOCTH JEJIONPOU3BOACTBA
HETOCYAApCTBEHHBIX OPraHU3alMi, YTO UCIIOJIb3YETCSl B MOCIECAYIOIIUX JUCHIUIUINHAX.

3. TPEBOBAHMSI K PE3VJBLTATAM OCBOEHUSI COJEPXKAHUS
I CHUILIAHBI

[Ipouiecc uW3y4yeHuss NUCHIMIUIMHBI HampaBlieH Ha (OPMUPOBAHHME HIEMEHTOB
cnenyromux kommnereHuuid B cooTBeTcTBUM ¢ PI'OC BO mo pgaHHOMY HalpaBiEHUIO
MOJITOTOBKH (CIIEIIUAILHOCTH):

0) npogeccuonaabubix (I1K)

[1K-3 BrnageHue 3HaHUSIMH OCHOBHBIX IMPOOJEM B OOJACTH JOKYMEHTOBEACHHS U
apXHWBOBE/ICHHUSI,;

I1IK-7 crmocoOHOCTh OIIEHMBATh MCTOPHUIO U COBPEMEHHOE COCTOSHHUE 3apyOeKHOTO
OTBITA YIPABJICHUS JOKYMEHTAMH U OPraHU3alii UX XPAaHECHUS;

[IK-18 BiageHue COBpEMEHHBIMH CHUCTEMaMU HHGOPMAIMOHHOIO M TEXHUYECKOIrO
o0ecrieueHns JOKyMEHTAIIMOHHOTO 00eCIIEUeH s YIIPABIICHUS U YIIPABIICHUS ApXUBAMU;

IIK-19 cmnocoOGHOCTh MCIIONB30BaTh MpaBWja TMOATOTOBKH  YIPABICHUYECKUX
JIOKYMEHTOB M BEICHHUS JI€JIOBOM MEPENUCKH;



IT1K-20 crnocoOHOCTh MCMONB30BaTh IPaBUia OpraHU3al[MM BCEX 3TaroB pabOThl C
JOKYMEHTaMH, B TOM YUCJIE ApXUBHBIMU JOKYMEHTAMM;

[IK-26 Bnamenue HaBblkamMu O0OpaOOTKM JOKYMEHTOB Ha BCEX JTamax
JOKYMEHTO000pOTa, CHCTEMATH3aLMH, COCTABJIEHUS HOMEHKIIATyphI JEIT;

[1K-31 ciocoOHOCTH pa3pabaTbiBaTh JOKaJTbHbIE HOPMATUBHBIE aKThl U HOPMATHUBHO-
METOJIMYECKUE  JIOKYMEHTBl 1O BEACHHIO  HMH()OPMAIMOHHO-JOKYMEHTAIMOHHOTO
oOecrnievyeHus ynpaBiIeHUs] U apXUBHOTO JeNa;

IIK-32 BnajgeHue 3aKOHOJATEIIBHOM W HOPMATHUBHO-METOAMYECKOM  0Oa3oit
UH(OPMAITMOHHO-JOKYMEHTAILIMOHHOTO O0OECIeYeHusl YIpaBJIEHUsT W apXUBHOTO Jelna,
CITIOCOOHOCTBIO OPUEHTHUPOBATHCS B ITPABOBOM 0a3e CMEXHBIX 00acTe;

[IK-43 BnageHne NpUHUMIIAMU U METOAAMHU YNOPAIOYEHUS COCTaBa JOKYMEHTOB U
UH(OPMAIMOHHBIX MOKa3aTeNeH;

[1K-45 BnaneHremM MeToJaMy ONTUMHU3ALUHA JOKYMEHTOOTOKOB.

B pe3ynbraTe 0CBOCHUS TUCHHUILUIMHBI 00yYarOITUEeCcs TOKHBI:

3HAaTh:

-COAEPKAHUE 3aKOHOJATEIIbHBIX M HOPMATUBHO-METOJWYECKUX JIOKYMEHTOB IO
OpraHU3aINH JOKYMEHTAITMOHHOTO 00ECIIeYEHUS YIIPaBIICHNUS,

-OCHOBHBIE TpeOoBaHUS K O(GOPMIICHUIO YIPABJICHUESCKUX (OpraHU3aluOHHO-
pacrnopsiAuTENbHbBIX ) IOKYMEHTOB.

YMmers:

- opopMJIIATH YIIPABICHUYECKYIO TOKYMEHTAIIUIO;

-TI0JI30BaThCSl YHU(DUIIMPOBAHHBIMHU JJOKYMEHTAMM.

Baanern:

- 3HaHUSMU O CTPYKTYpE U OpTaHU3AIMU CITY>KO JEJI0MPOr3BOACTBA;

- 3HAHUAMHU O BEJCHUM JCJIONMPOU3BOJACTBA B HErOCYyJAapCTBEHHOM OpTraHU3allvH,
YUPEKICHNH;

- 3HAHUSAMH OO0 OCHOBHBIX HAMPABJICHUSIX W METOAAX COBEPIICHCTBOBAHUS PaOOTHI
JTOKYMEHTAITMOHHOTO 00ECTICUCHHMSI YIIPABJICHUS HETOCYAapCTBEHHOM OpraHu3aIliy.

4. CTPYKTYPA U COAEP KAHUME JUCIIUIT/IMHBI

4.1. CTpyKTYypa IMCHUTIIHHBI

OO6m1as Tpy10€MKOCTh JUCHUIUIUHBI cocTaBiisieT 10 3aueTHbIX equnull (360 yacoB).

Bunast yueOHOI paboTHI, Dopmbl
g BKJTIOUAS TEKYIIEr0
o 3 CaMOCTOSITENILHYIO paboTy KOHTPOJIS
Ne Paszien § 2 CTY/IEHTOB yCIEBaEMOC
i/ = ;’ U TPYAOEMKOCTH (B Hacax) TH (no
JTUCIIATUTHHBI 3} g
n O S J I3 | U3 Cp Heoensm
2 cemecmpa)
dopma
IPOMEXKYTO




YHOU
aTTecTaluu
(no
cemecmpam)

BBenenue 4 1-2 2

10

Knaccudukanus 4 3-6 2 4
HETOCYIapCTBEHHBIX
Opra"u3aun

10

CceMUHap

HopwmartusHo-nipaBoBas 6a3a 4 7-9 4 6
HETOCYAapCTBEHHBIX
OpraHu3aiun

20

OTpoc

Opranu3aloHHO 4 |10-12 4 6
pacropsiIuTEeNbHBIE JOKYMEHTHI
HErocyJIapCTBEHHBIX
OpraHu3auin

20

JlokyMeHTHI 110 y4ery kagpoB B | 4 | 13-15 4 6
HEToCy/AapCTBEHHBIX
OpraHM3aLusIX

20

[IpaBuna cocraBiaeHus 1 4 |16-18 4 6
0o OpMIICHHUS TOBEPEHHOCTH
HETrOCyIapCTBEHHOU
OpraHu3alu

20

3a4€CT

[IpaBuiia COCTaBJICHUS nl 5 1-3 4 6
odopMIIeHHUS TOTOBOpa

20

JIOKYMEHTBI 10 Y4ETYy OCHOBHBIX | 5 4-7 2 6
CPEJICTB U MaTepHAaJIOB

20

WckoBeie 3asMBIEeHUA | 5 8-10 2 6
HEroCyJaapCTBEHHBIX
OpraHu3anun

20

10

Kommepueckas TaitHa B| 5 |11-13 2 6
JIEeTONPOU3BOJICTBE
HErocyJapCTBEHHBIX
OpraHu3aun

10

11

JIOKyMeHTBI cTpouTenbHbIX | 5 | 14-15 4 6
HEroCcyJaapCTBEHHBIX
OpraHu3auin

20

12

JIOKyMEHTBI TOproeuix | 5 | 16-17 4 6
HEToCy/AapCTBEHHBIX
OpraHu3anun

20

9K3aMCH

Hroro: 32 64

210

4.2. TemaTrnuecKkmii IIUIaH OCBOCHHUSl JHCHHUILIMHBI

AeITEeJILHOCTH M BUAbI CAMOCTOSATEIbHOM (BHEAYIMTOPHOI) padoThI

Mo BHIAM Yy4eOHOH

HaunmeHoBaHue Coaepixkanue yueOHOro MaTepuajia
pa3aesioB U TeM (TeMbl, IepeYeHb PACKPbIBa€MbIX BOIIPOCOB):

JIEKIIMH, MPAKTHYeCKHe 3aHATHS (CEeMUHAapPBbI),

00y4yarmmxcsi, KypcoBasi pagora

HHAUBUAYAJIBbHBIC 3AHATUA, CAMOCTOATEC/IbHANA paﬁoTa

Dopmu-
Oo0bem | pyemble
yacoB/ | Komiie-
3.e. TeHUHMHU
(1o Teme)

6




1 2 3 4
5 cemecTp
Paznen 1. BBeneunue
Tema 1.1. Jlexnmm: OCHOBHBIE TOHATUS OUCHUIUIMHBL HcTopus IIK 3
Bsenenue pa3BUTH JOKYMEHTAIMOHHOTO OOECIHeueHHs YIpaBJICHUS. 5 1IK'7
CtpykTypa Kypca. MecTto Kypca cpeaud AUCHUILUIMH
JOKYMEHTOBEIUECKOT 0 1MKiIa. JIutepaTypa no xKypey.
IIpakTHyeckue 3aHATHA (CEMUHAPEI): 8
CamocrodarenbHas pabora: M3yuenue yuebHOro Matepuana 10
Pa3nean 2. Knaccudukanus Herocy1apcTBeHHbIX OpraHu3auit
Tema 2.1 Jlekuuu: Ilonstus UIL, OO0, AO, 3AO u np. OTnuuus IIK 3
Knaccudukanus dopM  HerocymapcTBeHHbIX  opranuzauuii.  Ilopsmox 4 1IK'7
HErOCYJIapCTBEHHBIX | GOpPMHUPOBAHUS YCTaBHOTO KalMTAIa. IIK 18
OpraHu3aui Macmrab opranu3anuu. [lopsnok BeneHUs: OyxranTepcKon
oTyeTHOCTU. Hayorosele JbrOThl U OTYUCIICHUS.
[IpakTrueckue 3aHaTHs (CEMUHAPHI)
JIoKyMeHTHUpOBaHUE MPOLEAYPHI CO3aHUS KOMMEPUYECKHUX U
HEKOMMEPUYECKUX OpraHU3alHi.
XapakTepucTuka KOMILIEKCa JIOKYMEHTOB, 8
COIIPOBOXAAIOIINX CO3/JaHUE KOMMEPUECKHX OpraHU3alui,
xonauHroB U OIII.
AHanu3  JOKYMEHTOB,  CONPOBOXKJIAIOLIUX  CO3JaHUE
HEKOMMEpPYECKON OpraHu3alumn
CamocrodrenbHas pabora M3ydyenne yueOHOro MaTepuana 10
Pasznen 3 HopmatuBHO-paBoBasi 6a3a HETOCYIapCTBEHHBIX OpTaHU3AIIHi.
Tema 3.1 Jlexnmm: Poccuiickoe 3aKOHOJATEIIHLCTBO, 2 IIK 18
HopmarusHo- perilaMeHTHpYyIolIee chepy JeATEIbHOCTH 1IK 20
nmpaBoBas 0aza HETOCYIapCTBEHHBIX Opranu3anui. I[IpaBuiia perucrpauuu 1IK 26
HEroCcyJapCTBEHHBIX | HETOCYIapCTBEHHBIX Opranu3anuii. OCHOBHbIE HOPMATUBHO-
OpraHu3aIuii. MIPaBOBbIE TOKYMEHTHI HETOCYJaPCTBEHHBIX OpraHu3alui.
IIpakTrueckue 3aHATUA (ceMuHapsl): IIpaBoOBas 4
pernamMeHTanusi  AeNONPOM3BOACTBA HETrOCYIapCTBEHHBIX
OpraHu3aLuim.
CamocrosTensHas pabora M3ydenue yueOHOTO MaTepraia 10
Tema 3.2. Jlexiu: OOmuMe MONOXKEHUS HHCTPYKUUHU. OpraHu3arus 1IK 20
HNucTpykiug no pa3pabOTKH TMPOEKTa HOMEHKIATYphl JIeT KOMITaHHH. 1IK 26
nenorpou3BoAcTBy | Opranuzanus pa3paboTKH MPOEKTOB Tademst popm 1IK 31
HETOCYJapCTBEHHOHN | MOKYMEHTOB M aimbboma (opMm mokymMeHTOB. OpraHuzarus 1IK 32
KOMIIaHUU: JNOKyMeHTooOopoTa. TpeGoBaHUs K MOATOTOBKE IMPOEKTOB
(GyHKIIMOHATIBHOE NOKyMeHTOB.  OpraHu3anusi  KOHTPOJS  HCIIOJHEHHUS
Ha3HA4YCHHE U JOKyMEHTOB.  OpraHuzanusi  XpaHEHHs  JIOKYMEHTOB:
0COOEHHOCTH dbopmupoBanne u  0ohOpPMIICHHE €], 3aKOHYEHHBIX
pa3paboTKu JIeNTOTIPOU3BOICTBOM; MOPSAOK OOpaIIeHus ¢ TOKyMEHTaMH,

COCTOAIIMMM Ha OINEPATMBHOM XPAHEHHUH; IIOATOTOBKA
JOKYMEHTOB K Ilepefadye B apXWUB KOMIIAHUU; DKCIIEPTH3A
LIEHHOCTU JOKYMEHTOB; IlI€pefaya U IpUueM JOKYMEHTOB Ha
XpaHEHHE B apXMB; MOPSAIOK OOpALICHHUS C IOKYMEHTAMH,




COCTOSAIIMMHU Ha XPAaHEHUU B apXUBE KOMIIAHUU; MOPSAJIOK

nepesayy JOKYMEHTOB Ha MOCTOSIHHOE XpaHEeHHe.

[IpakTuyeckue 3aHATHs (CEMUHAp): pelIeHNe CUTYAIllHOHHBIX | 4

3aj1au

CamocrostenbHas pabora M3yuenne yueonoro marepuasia | 10
Paznen 4 OpraHu3alMOHHO PaCOPSAIUTENIbHBIE IOKYMEHTHI HErOCYIApCTBEHHBIX OpTraHU3alHil
Tema 4.1. Jlexnuu: CocraBieHue ycraBa opranuzauuu. ITonoxxenue o 4 1IK 3

noapasnenenuu. llltatHoe pacnucanue. PacnopsaurenbHbie IIK 7
OpraHu3annoHHO JOKYMEHTBI HETOCYJaPCTBEHHBIX OPTaHU3aLUN. 1IK 18
PacOpAZMTEIRHEIC | TTpakTHueckne 3aHATUsA (ceMuHapbl): J[OKyMeHTalnoOHHOE IIK 32
NOKYMCHTBI obecriedueHre MOATOTOBKH U MPOBEIEHUSI 00X cOOpaHuit TIK 43
HEroCy1apCTBEHHBIX | aginoHEepOB, YYaCTHHUKOB 0OmIecTBa. J[OKyMEHTHpOBaHUE 6
OpraHu3aIui JEATEIbHOCTH COBETa JUPEKTOPOB. JIOKYMEHTHPOBAHHE

NesITeNIbHOCTH anmapara yIpaBiIeHUS o01u1ecTs,

MIPOU3BOACTBEHHBIX KOOIIEPATUBOB, X0 AUHIOB, OIIT

CamocrosTensHas pabora M3ydenue yueOHOTO MaTepraia 10
Tema 4.2. Jlekuuu:  VdupexleHne W TroCylapCTBEHHAsl PErucTpanus 4 1IK 3
JIOKyMEHTUPOBaHHE | aKIIMOHEPHBIX OOILIECTB. YUpeOUTEIbHBII TOroBOp. YcCTaB 1IK'7
CO3JIaHUS aKkIMoOHepHOTO oOmiecTBa. [IpoTokonm  ydpeauTenTbHOTO 1IK 31
AKLIMOHEPHBIX coOpanus. 3asBICHHE YYpeAMUTENed O PETUCTpPaAIUH. 1IK 32
o01ecTB Bnecenne B ['ocynapCTBEHHBIN PEECTp HOPUANYECKUX JIMII.

OI'PH.

[TpakTHueckue 3aHSATUS (ceMuHapbl): pelieHue 6

CUTYaIlMOHHBIX 3314

CamocrosrtenbHas pabora: M3yuenne yaeGHOro MaTepuaa 10
Paszgea S. JIOKYMEHTBI MO YYETY KaJIpOB B HETOCYJaPCTBEHHBIX OpraHU3alUIX.
Tema 5.1. Jlekuuu: CocTaBiieHHE pe3loMe couckaTtens. AHKeTa 4 1IK 43
JIOKyMEHTBI 10 | COTpyAHUKA HErocyJapCTBEHHOM opranuszauuu. I[Ipasuiia 1IK45
y4eTy KaapoB B | cocraBieHus aBroOmorpadun. OdopmieHue 3asBiICHUS O
HETrOCY/IapCTBEHHBIX | mpueme Ha pabory. CocTaBieHHE TPYIOBOIO JOTOBOPA.
OpraHu3alusix. OdopmieHre TUYHON KapTOUYKU COTPYAHHKA.

[IpakTryeckue 3aHATHs (CEMUHAPBHI): pEIICHUE 6

CUTYallMOHHBIX 33/1a4.

CamocrogarenbHas padora M3ydyenue yueOHOro MmaTepuaia 10

Pa3znen 6. IlpaBuna cocraBiieHust 1 0hOPMIICHHS TOBEPEHHOCTH HETOCYAapCTBEHHOM OpTaHU3alIliy.

Tema 6.1. Jlekmuu:  OOmme mnpaBwia COCTaBiICHUS U OGOPMIICHHS 4 1IK 3
IIpaBuia JIOBEPEHHOCTEH. CnyxeOHble TOBEpeHHOCTH. JIMuHBIE 1IK'7
COCTaBJICHUS U | JOBEPEHHOCTH. IIK 32
odopmiieHus [IpakTryeckue 3aHATHS (CEMUHAPHI): PEIICHUE 6 TIK 43
JOBEPEHHOCTHU CUTYallMOHHBIX 33Ja4

HErocynapcTBeHHON | CamocrositenbHas pabora: M3ydeHue yueGHOro Marepuaa 10
OpraHu3aLMH.

Paszpnen 7. [TpaBuna cocraBieHus: 1 0(OPMIIEHHUS TOTOBOPA.

Tema 7.1. Jlekiuu: OOmmMe mpaBuia COCTaBICHUS U OGOPMIICHUS 4 1IK 26
[IpaBuna noroBopoB. Buasl goroBopoB. JloroBop apenasl. JloroBop 1IK 31
COCTAaBJICHUS u | nopyueHnus. JloroBop nocraBku. TUIIOBOM JOIOBOP O MOJIHOM 1IK 32

MaTepHaHBHOﬁ OTBCTCTBCHHOCTH.




odopmiieHus [IpakTrueckue 3aHATHs (CEMUHAP): PEIICHUE 6
JIOTOBODA. CUTYALIMOHHBIX 3334
CamocrogrenbHas pabora: M3ydyeHne yueGHOro Mmarepuasia 10
Pasznen 8. JIOKyMEHTBI IO Y4E€TY OCHOBHBIX CPEACTB U MaTEpPHaIOB
Tema 8.1. Jleximu: Axtel. Haknagnaeie. Kaprouku yuera. 2 1IK 43
JIOKyMEHTBI 10 | [IpakTh4ecKue 3a1aHus (CEMHUHAD): PEIICHUE 1IK45
yuery OCHOBHBIX | CUTYaIITMOHHBIX 3aJ1a4 6
CpeacTs 1 | CamocTrosTenbHas paboTa: M3ydyenue yueOHOro Marepuasia
MaTepuasioB 10
Pa3nen 9. W ckoBble 3as1BJICHUSI HETOCYAAPCTBEHHBIX OPraHU3aIUH.
Tema 9.1. Vckoseie | Jlekmmu: OOmme mpaBuia COCTaBICHHUS W OQOPMIICHUS 1IK 31
3asBJICHUS WCKOBBIX 3asBlICHUM. VICKOBOE 3asBJIEHHE O BO3MELICHHU 2 1IK 32
HETOCYJIapCTBEHHBIX | ymiep0a, NPUYUHEHHOTO pAOOTHUKOM TIIPH HCIIOJTHCHUH 1IK 43
OpraHM3alui. TPYAOBBIX  oOsi3aHHOCTEWd.  VIckoBoe — 3asBiIeHHE O 1IK45
BO3MEIIEHUH  BpE€Ad, MPUYMHEHHOIO  MOBPEKICHUEM
3/10pPOBBSI.
[IpakTrueckue 3ananus (CEMUHAP): pelIeHNe 0
CUTYAIIMOHHBIX 33724 10
CamocrosTtenbHas pabora: M3ydenue yueOHOro Mmatepuana
Pasznea 10. JIOKYMEHTBI O COXpaHEHUH KOMMEPYECKOM TalHbI
Tema 10.1 Jlexuyu: Ilonstme kommepueckod TauHbl. llepeuens 1IK 32
JIOKyMEHTBI 0 | cBeieHUI, KOTOPHIE HE MOTYT COCTaBJISITh KOMMEPUYECKYIO 2 1IK 43
COXpaHEHUHU TaiiHy. IlepedeHb cBeneHMI, KOTOPbIE MOTYT COCTaBIATH 1IK45
KOMMEPYECKOU KOMMepYecKyto TaitHy. O0s3aTelbCcTBO O HEpas3ralleHUun
TalHbI KoMMepueckoil TaiHbl. [lopsmok paboTel C JOKyMEHTaMH,
HECYIIIMMH KOMMEPUYECKYIO TalHY.
[IpakTHyeckue 3agaHus (CeMUHap): 3aKoHOIaTeIbCTBO PP o
KomMepueckoil TaitHe. [IpaBa oOmamarenss KOMMepYECKOH 6
raiiHbl.  YTpo3bl  KOMMepueckod — TaiiHe. (CBeneHus,
OTHOCSAIMECS K KOMMepueckoil TaitHe. (OcoOeHHOCTH
OIPaHUYCHMS JOCTYIAa K KOMMEPYECKOU TalHe.
CamocrosrenbHas padora: M3ydenue yaeOHOro Mmatepuana 10
Paznen 11. JIOKYMEHTBI CTPOUTEIbHBIX HETOCYAAPCTBEHHBIX OPraHU3AIUH.
Tema 11.1 Jleknuu: OCHOBHBIE JIOKYMEHTBI CTPOUTEIBHBIX 1IK 43
JIOKyMEHTBI opranuzaiuii. CocTaBieHME JOroBOpa CTPOUTEIBHOIO 4 1IK45
CTPOUTEIBHBIX nonpsiaa. CocTaBieHHE CMEThl Ha CTPOUTENbHbIE PaOOTHI.
HerocyaapcTBeHHBIX | CocTaBIeHUE aKTOB HA CAAYy CTPOUTEIBHOTO OOBEKTA.
OpraHM3alMH. [IpakTrueckue 3anaHus (CEMUHAD): pelIeHNe 0
CUTYAIIMOHHBIX 33724
CamocrosrenbHas padora: M3ydyenue yaeOHOro Mmatepuana 10
Paznes 12 JIOKYMEHTBI TOPTOBBIX HETOCYAAPCTBEHHBIX OPraHU3AIMI
Tema 12.1 Jlexmu: OCHOBHBIE IOKYMEHTBI TOPTOBBIX OpraHU3aIHA. 4 1IK 31
JIOKyMEHTBI [IpaBuna opranu3anuu JOKyMEHTAIIMOHHOTO 00eCTIeYeHuUs 1IK 32
TOPIrOBBIX TOPTOBBIX YUPEKICHUN 1IK 43
HEroCy/lapCTBEHHBIX | [pakTudeckue 3amanust (cemuHap) JJOKyMEHTbI TOPTOBBIX 6 1IK45
OpraHu3anui HETOCYIapCTBEHHBIX OpraHu3aIui




| CamocrosTenbHas paboTta 20

Buja uToroBoro KOHTpoJIsi (3a4eT, SK3amMeH, nuddbepeHIMPOBaHHBIN 3a4€T) IK3amen

BCEI'O: 360

5. OBPA3OBATEJIBHBIE TEXHOJIOT'UH

B coorBerctBun ¢ tpeboBanusiMu PI'OC BO mno HampaBlIeHHIO TOATOTOBKHU
«JIOKyMEHTOBEICHUE W ApPXMBOBEACHUE» pEAIN3aALUSI KOMIIETEHTHOCTHOIO MOAXOAa
OpelycMaTpUBaeT I[IUPOKOE HCIOJIb30BaHME B Yy4eOHOM TMpOIECCE AaKTUBHBIX U
MHTEPAKTUBHBIX (OPM MPOBENCHUS 3aHATUH.

CrpykTypa U colepKaHue Kypca NpPEANoJiaraloT aKTUBHYIO) HHTEJUICKTYyaIbHYI0 M
KOMMYHUKATHUBHYIO NIEATEILHOCTh CTYACHTOB. Kypc BBICTpOEH TakuM 00pa3oM, YTOOBI
o0ecreunTh Pa3BUTHE COOTBETCTBYIOMIMX MPO(PECCHOHABHBIX KAa4eCTB Y CTYeHTOB. Kypc
JIEKIHUM, CEMUHAPCKUE U MPAKTUYECKUE 3aHATHS OTIWYAKOTCS YCTAHOBKOW HA CO3JaHUE
MapTHEPCKUX  OTHOIIEHWW, YTO HAXOAUT OTPAKEHHE B METOJaX OOydYeHHS.
[IpuopuTeTHEIMU METOJaMU OOYYCHHS SIBISIIOTCS AKMUBHble MemoOvl, TAE TIaBHOE
BHUMAaHHE YCISIETCS MPAKTUIECKON 0TpaOOTKE 3HAHWUN, YMEHHUI 1 HABBIKOB.

Jlexyuonnvie 3anamusA MPEANIONAraloT MPEABAPUTEIBHYIO ITOATOTOBKY, CBA3AHHYIO C
OCMBICIIEHUEM 3asBJICHHBIX MpOOJeM, W HE HCKIIOYAIOT AUAJIOTHYECKOro OOIIEHUs
CTYZIEHTOB C IIPENOAABATEIIEM.

Ha cemunapckux 3anamusx WCHONB3YIOTCSI COBPEMEHHBIE METOAbl OOy4YeHUs -
JIEJIOBbIE WUTPbl, MUHU-KOH(EPEHIINH, TUCKYCCHUHU, MO3BOJIAIONIME N30ekKaTh MaCCUBHOIO
BOCHPUATUS HMHPOPMALMU M MAKCUMAJIbHO HCIOJIb30BAaTh TBOPYECKUW MOTEHIHAI
CTYJIEHTOB.

6 OHEHOYHBIE CPEACTBA I TEKYIIEI'O KOHTPOJIA
YCIIEBAEMOCTHU U TIPOMEXYTOYHOU ATTECTALIUN

6.1. KoHTpoJIb 0OCBOEHMS IV CIUILINHBI

KoHTpoaps ocBOEHNs TUCHMIUIMHBI POU3BOAUTCSA B COOTBETCTBUHU € [lomoxxeHnuem o
IIPOBEJICHUH TEKYLIEr0 KOHTPOJIS yCIIEBAEMOCTH U IIPOMEKYTOYHOM aTTECTALIMU CTYZEHTOB
OI'bBOY BO «KpacHomapckuii rocyJapCTBEHHBIM MHCTHUTYT KyJbTypb». lIporpammoit
JUCLHUIUIMHBI B LEJSIX IPOBEPKH IPOYHOCTH YCBOCHUS MaTepuasna IpelyCMaTpuBacTCs
MPOBEJICHUE PA3TUYHBIX (POPM KOHTPOJIS.

Texywuii KOHmMpOb YCIEBAEMOCTH CTYAEHTOB MO JIUCLHHUIUIMHE IPOU3BOAUTCSA B
cieayrmmux gopmax:

- OLICHKH, BBICTaBISIEMbIE CTyJEHTAM HAa CEMHMHApaxX 3a OTBEThl HA BOMPOCHI,
COJIEpIKAILIMECS B IJIAHAX CEMUHAPCKUX U MPAKTHYECKUX 3aAHATUU.

Pyb6eoicuviii konmpons TpeaycMaTpUBaeT OIICGHKY 3HAaHWM, YMEHUW W HaBBIKOB
CTYIEHTOB IO MNPOWJICHHOMY MaTepuaiay IO JIaHHOW AUCUUILIMHE HAa OCHOBE TEKYILHX
OLICHOK, MOJIYY€HHBIX UMHU Ha 3aHATHSIX 3a BCE BUIBI paboT. B xone pyOeKHOr0 KOHTPOIS
WCTIOJIB3YIOTCS CIEAYIOINE METOIbI OLICHKY 3HAHWM:

e YCTHBIE OTBET;

¢ TpaKTHYECKHE PabOTHI;
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IIpomedscymounuiii KOHmMpOIb TIO PE3ysibTaTaM CeMeCTpa MO AUCHUIUIUHE TPOXOIUT B
dbopme 3auéra (9K3aMeHa).

6.2. OeHo4YHbIE CPeICTBA

6.2.1. IlpumepsnI TeCTOBBIX 3aJaHNI (CHTYaLHi1)

IIpakTnyeckoe 3ansaTue Ne 1

TpeboBaHusI K COCTAaBICHUIO U O()OPMIIEHUIO JOKYMEHTOB HErOCYAapCTBEHHOMN OpraHu3aluu.

Les1b — 03HAKOMHTHCS C MpaBUIIaMH 0(OPMIICHUS TOKYMEHTOB.

IIpakTuyeckoe 3ansitue Ne 2

CocraBienue 1 opopMIIeHHE OPTraHU3aLUOHHBIX JTOKYMEHTOB.

Iesnb — 03HAKOMUTBCSI ¢ OCHOBHBIMU BHJaMM OPTaHU3ALMOHHBIX JOKYMEHTOB U OCOOEHHOCTSIMU
U3 COCTABJICHUS.

IIpakTuyeckoe 3ansitue Ne 3

OdopmiieHre MpuKa3oB, paCHOPSHKEHUH yKa3aHUi, TPOTOKOJIOB.

I1esnb — Hay4UTBCS COCTABIATH TEKCT U OQPOPMIIATh PacliopsIUTEIbHbBIE JOKYMEHTHI.

IIpakTnyeckoe 3ansaTue Ne 4

JIMuHBIE JOKYMEHTHI IO IEPCOHATY.

Llenb — BBIPaOOTATh HABBIKM COCTABIICHUS JTMYHBIX TOKYMEHTOB.

IIpakTuyeckoe 3ansitue Ne 5.

CocraBienue oh)opMiIeHHE OCHOBHBIX JJOKYMEHTOB IO JTUYHOMY COCTaBY.

[{esnb — U3y4uTh COCTaB U OCOOEHHOCTH OCHOBHBIX JOKYMEHTOB I10 JMYHOMY COCTaBY.

IIpakTnyeckoe 3ansaTue Ne 6

CocraBieHnue 1 opopMIIEHHE JJOBEPEHHOCTH.

Ilenb — Hay4nuThCS COCTABIATH JOBEPEHHOCTH.

IIpakTuyeckoe 3ansitue Ne 7

ITpaBuia cocraBieHus 1 0OpMIIEHHUS TOTOBOPA.

Iesnb — U3y4uTh 0OCOOEHHOCTH COCTABIEHUS JOrOBOpA.

IIpakTnyeckoe 3ansaTue Ne 8

ITonroroBka akToOB, HaKJIaJHBIX, KAPTOUEK yUyeTa.

Lenb — u3y4nTh 0COOEHHOCTH COCTABJICHHUS aKTa, HAKJIaJHOW, KAPTOYKU ydeTa.

IIpakTuyeckoe 3ansitue Ne 9.

CocraBiieHHE UCKOBOTO 3asiBICHMSL.

Iesnb — u3y4uTh 0COOEHHOCTH COCTABIEHUS U O()OPMIIEHUS] HCKOBOTO 3asIBICHMSL.

IIpakTnueckoe 3ansaTue Ne 10.

JIOKYyMEHTBI CTPOUTENBHBIX HETOCY1apCTBEHHBIX OpraHU3aluil.

[enb — U3y4uTh 0COOEHHOCTH COCTABJICHUS CMET, aKTOB, JIOTOBOPOB.

IIpakTuyeckoe 3ansitue Ne 11.

JIOKyMEHTBI TOPTrOBBIX OpPraHU3aLUN.

Iesnb — U3y4uTh IpaBUiIa COCTABIEHNE OCHOBHBIX JOKYMEHTOB TOPTOBBIX OpraHU3alui.

6.2.2. KoHTpOJIbHBIE BONPOCHI JJIAl IPOBEACHUS TEKYIIEr0 KOHTPOJISA
1. [TonuTHKa U CTpaTerus KOMIIAHUK B 00JIACTH yIIPaBiICHUS JOKYMEHTUPOBAHHON
nHdopmariueit. [lonoxxenus HanpoHnanbHoro crangapta P UCO 15489-1-2007
«Y1paBlieHHE JOKYyMEHTaMM.
2. UHCTpyKIIUs MO JIeTTONPOU3BOJICTBY HETOCYIApCTBEHHON KOMIaHUU: (PYHKIIMOHAILHOE
Ha3HAYCHHUE U OCOOEHHOCTH Pa3padOTKHU.
3. YupexaeHnue u Tocy1apCTBEHHAS] PETUCTPAIIHS aKIIMOHEPHBIX OOIIECTB.
YupeauTenbHbI 10TOBOP.
4. YcraB akIMOHEPHOTO 00IIIECTBA: CTPYKTYpa, Pa3eibl.
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5. O6uiee coOpaHue aKIMOHEPOB: TOKYMEHTUPOBAHUE JI€ITEIbHOCTH.

6. CoBeT IMPEKTOPOB aKIIMOHEPHOTO OOIIECTBA: JOKYMEHTUPOBAHHUE IEATEIHHOCTH.

7. Cuctema OpraHu3alMOHHO-PACIOPAIUTENILHON TOKYMEHTAUUN AKIIMOHEPHOT'O
oOmecTBa. biiaHkM TOKyMEHTOB: ITpaBUjla COCTABIICHU.

8. OpopmiieHne UCXOASIINUX U BHYTPEHHUX TOKYMEHTOB (BUbI JOKYMEHTOB, TPEOOBaHUS
K TEKCTY U PEKBU3UTaM).

9. Oprann3alOHHBIE TOKYMEHTHI (ITOJI0KEHUE, MHCTPYKLHMS, TOJDKHOCTHAS MHCTPYKIIMS,
TPYJIOBOM JIOTOBOP, IITATHOE PACTIMCAHUE).

10. PacniopsiautenbHble JOKYMEHTHI (MpUKa3, pacrlopsikeHUe, peuieHue, mpoTOKOJ,
BBITIMCKA).

11. MudopmanmoHHO-CITpaBOYHbIE JOKYMEHTHI (aKT, CIIy>)KeOHAst U 00bSICHUTEIbHAS
3amucKa, cpaBka, MUChbMO, TeerpamMmma, Gakc).

12. 3akoHO1aTebHAsI OCHOBA XPaHEHUS JOKYMEHTOB B aKIIMOHEPHBIX OOIIECTBaX.

13. IlpaBuna ¢popmupoBaHus A€ A Nepeaud Ha apXUBHOE XpaHEHUE.

14. Bunbst HomeHknatyp nen. OdopmiieHre HOMEHKIIATYPHI JIell.

6.2.3. TemaTunka 3cce, pepeparoB, npe3eHTALUI

1. OpraHu3aliMOHHO-TIPaBOBbIE  (POPMBI KOMMEPYECKUX M HEKOMMEPYECKUX
OpraHu3alun

2. TocynmapctBennoe perymupoBanue JIOY B oOmiectBax (akIMOHEPHBIX, C
OrPaHUYEHHOW OTBETCTBEHHOCTHIO),TOBAPHILECTBAX, MPOU3BOJICTBEHHBIX KOOINEpPaTHBAX,
XOJIIMHTaX, (PMHAHCOBO-IIPOMBIIIUIEHHBIX IPyMIax

3. PernameHTanus qesTeIbHOCTH HEKOMMEPUYECKUX OpraHu3anuil (moTpeOnuTeabCKUi
KOONEpaTUB, OOLIECTBEHHBIE M PEIUTHO3HBIE OPraHMU3aLUHU, YUPEXKICHHS, aBTOHOMHAas
HEKOMMepYecKasi opraHuzaius, poH 1, acCoMraIuu U COI03bI)

4. XapakTepucTuKa KOMIUIEKCAa JIOKYMEHTOB, COIPOBOXKIAIOIIUX CO3/JaHHE
KOMMEPUYECKUX OpraHu3aluil, XoJauHros u OIII

5. AHanu3 10KyMEHTOB, COMPOBOXK/IAIOIINX CO3/IaHHE HEKOMMEPUYECKON OpraHu3aluu

6. XapakTepUCTHKa KOMIUIEKCA JOKYMEHTOB, IPEAOCTABIIEMBIX HOPUINYECKUM
JIMIIOM B peructpupymomuii opras. [Ipasuia coctaBienust u ohpopmiieHus

7. JOKyMEHTUPOBAHKE MPOLEAYPBI PETUCTPALNN FOPUINIECKUX JIULI.

8. JIokyMeHTaIlMOHHOE OOecCIeYeHUe MOJATOTOBKH M MPOBEACHHS OOIIMX coOpaHuit
aKLMOHEPOB, YUACTHUKOB O0IIECTBA

9. IOKyMEHTUPOBAHME IEATEILHOCTH COBETA TUPEKTOPOB

10. JlokymMeHTHpOBaHUE JAEATEIbHOCTHM  ammapara  yOpaBjieHUss  OOLIECTB,
ITPOU3BOJICTBEHHBIX KOONIEPATUBOB, XOJIIUHIOB, DIII’

11. XapakTepucTrka OpraHoB yIpaBJe€HHAs] HEKOMMEPUYECKUMH OpraHU3alUsIMU

12. AHaIM3 KOMIUIEKCA OPTaHU3alHOHHBIX U YIIPABICHYECKUX JOKYMEHTOB

13. Ananu3 npouenyp npuema, MepBUYHONU OOpabOTKU JTIOKYMEHTOB, PETHMCTpPALIUU
JOKYMEHTOB

14. IIpouenypa pacCMOTPEHHS U UCTIOJIHEHUS TOKYMEHTOB

15. TexHOIOTUs KOHTPOJIS UCIIOJIHEHUS TOKYMEHTOB

16. Cucremarnszanusi JOKyMEHTOB, HOMEHKJIATypa 1€l

17. ®opMmupoBaHUE U XpaHEHUE JEI

18. Opranusanus ”HPOPMAILTMOHHO-TIOMCKOBOM CUCTEMBI 10 IOKyMEHTaM

12



6.2.4. Bonpocel K 3a4eTy 10 AUCHUIIIMHE

6.2.5. Boripochl K 3k3aMeHy 10 JUCHHUIJIMHE

Opranu3aioHHas JOKYMEHTALIMS.

PacniopsinurensHas JOKYMEHTaIU.

NudopmarmonHo-cripaBoyHasi JOKYMEHTaIHS.

JIoKyMeHTalus 1o JIMYHOMY COCTaBYy.

OdopmieHre corpoBOAUTEIBHOTO TUChbMA

OdopmiteHre TapaHTUIHOTO MHChMa

Odopmienne pekiaMaliOHHOTO NMHUChMa

Odopmaenue mucbMa-oTBETa

. IIpuka3 no OCHOBHOH J€ATEIBLHOCTH.

10 [Ipuka3 no 1TMUHOMY COCTaBY(MHIMBUYAIbHBIN,CBOIHBII).

11. OdopmiieHre TOKJIaTHON 3aMUCKU

12.0dopmieHue oObICHUTEIBHON 3aITUCKH

13.0Odopmiienne 3asBiIeHUs O TIpUeMe Ha paboTy

14.0dopmiieHne pe3rome

15.Cuctembl JoKyMeHTauu. Y HUGUIMPOBAHHBIE CUCTEMBI IOKYMEHTALIUH.

16.006mue TpeGoBaHMS K TEKCTY TOKYMEHTA.

17.11opsAI0K U3JI0KEHUS TEKCTA TIOKYMEHTA.

18.513bIK CITy>K€OHBIX TOKYMEHTOB.

19.HopmatuBHO-11paBoBas 6a3a J1eJI0MpPOU3BOICTBA.

20.XapakTepucTUKa U COCTaB OpPraHN3allMOHHO-TIPABOBBIX JOKYMEHTOB: TPEOOBaHUS K
COCTaBJICHHIO U OPOPMIICHUIO.

21.XapakTepucTHKa U COCTAB PACTIOPSIIUTEILHBIX TOKYMEHTOB: TpeOOBaHUS K
COCTaBJICHHIO U OPOPMIICHUIO.

22.Pa3paboTka JOKyMEHTALMH, OTPAKAIOIIEH KOMMEPUYECKYIO AeSTEILHOCTD
OpraHu3aluu

23.JlokymeHTHpOBaHHE padOThI ¢ mepcoHaioM. KomIieke kaapoBoil TOKyMEHTAIIUH.

24. TpynoBoi JOTOBOP: COAECPKAHUE U TOPSIOK 3aKITFOYEHUS.

25.0c006eHHOCTH JOKYMEHTHUPOBAHUS ATAINlOB TPYAOBOM ESITEIHLHOCTH paOOTHHKA:
MpUEM, IEPEBO/I, OTIIYCK, KOMaHIMPOBKA, YBOJbHEHHE, TOOIIPEHUE,
JUCUUIUIMHAPHOE B3bICKAHUE.

26.0dopMiieHre 1 BeACHNE TUIHON KAPTOUYKU U JTUYHBIX TSI

27 Ilporecc 3amuThl MpodeCcCHOHANBHBIX TAHHBIX B KaPOBOU CITy»KOe.

28.0OCHOBHBIE ATaIbl IOKYMEHTOO0OPOTA.

29.XapaKTepuCcTHKa IOKYMEHTOMOTOKOB: BXOASIIAs, UCXOASIIAsl, BHYTPEHHSA
JOKYMEHTAIUSI.

30.TexHonorust paboThl ¢ JOKYMEHTOIIOTOKAMH.

31.0cobenHocTu paboThl ¢ KOHPUACHIIMATBHONU TOKYMEHTAIUEH.

32.CucreMaTu3anys J0OKYMEHTOB, UX YUET U 00ECIIEYEHNE COXPAHHOCTH.

33.0OcHOBHBIE TPEOOBAHMS K OpPraHU3alMK TEKYLIEr0 XPAHEHHS UCIIOJTHEHHBIX
JOKYMEHTOB

34.OKcnepTu3a HEHHOCTH JOKYMEHTOB. [I[pUHIIMIIBI, KpUTEPUU U dTAIIBI €€

WA R WD =

13



HpPOBEICHUSI.
35.0Opranu3anus paboThl ceKpeTapsi pyKOBOAUTENS U 0(hUC MEHEKEPA.
36.Crneunduueckre TEXHOIOTHH 00pabOTKU JOKYMEHTAIIU!

6.2.6. IIlpumepHas TeMaTHKA KyPCOBBIX PA0OT (ie npedycmompeno).

7. YYEBHO-METOJINYECKOE u WH®OPMAIIMOHHOE
OBECMEYEHUE JACHUTIIAHBI (MOIYJIST)

7.1. OcHOBHAasI JIUTEpaTypa
1. ITepcukona, T.H. Kopnoparusnas kynbrypa : yueonuk / T.H. Ilepcuxona. - M. : Jloroc, 2011. - 288 c. -
(HoBas ynuBepcurerckas oubmmoreka). - ISBN 978-5-98704-467-4 ; To ke [DneKTpoHHBIA pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=233786 (15.04.2016).
2. [Mupor, S1.10. KopriopaTuBHas KylbTypa: UICTOYHUKH, TPAJUIIUN, COBPEMEHHOE COCTOSIHHE, TCHICHLIUU
paszutus / S.1O. ITupor. - M. : JTaboparopus kauru, 2012. - 107 c.
3. Jlexenkuna, T.M. Hayunas opranmsauus tpyaa nepconana: yueOHuk / T.M. JlexxeHkuHa. - 2-e U3,
niepepad. u mom. - M.: MockoBckuii (pMHAHCOBO-TTPOMBIIIUICHHBIA YHUBEpcUTeT «CuHeprusy», 2013. - 352
c.

7.2. JlonoJIHUTe/IbHASA JIUTEPATYypa

1. BacunbeBa WM.H. Opranuzanus AeTONPOU3BOACTBA M MEPCOHATBHBI MEHEIKMEHT: yueOHOe
nocobue. — 2-e uzn. — M.: By3oBckuii yueonnk,2004. -272c.

2. Henoroga A.B., Cemuenko I1.A. /lenonpou3BoACTBO OpraHU3alMy: MOArOTOBKA, O(hOpMIICHUE U
BEJICHHUE JOKYMEHTAIMH: 75 00pa3IoB TOKYMEHTOB. — 2-¢ u3]., ctep. — M.: Omera-JI, 2008. — 480c.
+CD

3. Poroxun M. lO. JlenoBeie TOKyMEHTHI B IpuMepax u obpasnax: y4eo.-mpaktud. [Tocobue. — M.:
IIpocnekt, 2009. —432c.

7.3.1leproanyeckue U3TaAHUS
«Jlenonpon3BoaCcTBO»
«CekpeTapckoe J1e10»

7.4. UnTepHeT-pecypcehl

http://www.termika.ru/
http://www.top-personal.ru/
http://academy-document.narod.ru/org-proekt-met-mat/Org-proekt-uchebnoye-posobie.htm

7.5. MeToauuyeckue yKa3aHUus U MATEPUAJIbI 10 BUAAM 3aHATHH

JI71st IOATOTOBKM K 3aHSATUSIM PEKOMEHAYEM HCIIONb30BaTh 3JEKTPOHHAYI0 0aszy
JAHHBIX II0 JOKYMEHTOBEICHUIO U JOKYMEHTOBEIYECKMM MCCIEIOBAHUAM, KOTOpas
COAEPKUT METOAUYECKHUE MATEPUAIBI MO MOATOTOBKE K CEMHHAPCKUM, MNPAKTHYECKUM
3aHATHSIM, 3a4€Ty, pa3pabOTKe TIIoCcapus, MOATOTOBKE BUACOMPE3CHTAINH, BHITIOJTHEHUIO
IpYTUX 3aJaHuil B paMKaxX CaMOCTOATEIHHOM paboThl. A TakkKe  DJIEKTPOHHBIC
SHLMKJIONEINH 110 AEIOIPOU3BOACTBY U ApXHUBOBEICHUIO
Jlist camocToATeNnbHOM PaboThl, TOJATOTOBKE MPAKTUYECKUX (CEMUHAPCKHUX) 3aHITHH,
MOJTOTOBKE K TECTOBBIM MCIIBITAHUSIM, a TAaK)Ke JIJIsl HAallMCaHUs 3cce, pedepaToB, HAYIHBIX
TOKJIAJOB PEKOMEHIYETCSA CIIEYIOLIEE:
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JIisi TONTOTOBKM K TMEPEYUCICHHBIM BHJAM paldOT MNpeayCMOTPEHBI 3ajaHusl,
pa3BUBAIOIINE HABBIKM CAaMOCTOSITENIBHOTO aHajdh3a M OCMBICICHUS TPEIJI0KEHHBIX
npobieMm u TeMm. [l OCBOEHHUS TMPENJIOKEHHBIX TEM, CTyIEHTaM HEOO0XOAMMO
O3HAaKOMHTBCSI C MPEAJIOKEHHON JUTepaTypoi, BbIOpaTh HEOOXOAMMbBIE HCTOYHHUKH,
COCTaBUTh IUJIaH NpeacTosAleil padotel. s pedepupoBaHHs HCTOYHHKOB CTYACHTY
HEOOXOJUMO O3HAKOMUTBCA C TEKCTOM, CHAeJaTh HEOOXOJUMBIE BBINHUCKH, LUTATHI,
COOTBETCTBYIOIIME TJABHOW MpoOieMe UCCIEeIOBaHMsl, CKOMIIOHOBAaTh 3TH LUTATHI,
OpoAyMaTh WX, W3J0XKUTh COOCTBEHHOEC BHJICHHE CBOMMH CJOBAaMH, HaMETUTh
HEO0OXOUMBIC CBSI3KH M CTPYKTYpY Oyaymiero Tekcta. PedepupoBanre mepBOMCTOUYHUKOB
MPEIoiaraeT CaMOCTOSITENIbHbIE HABBIKA M3yUEHHUsS TEKCTa, MU3JI0KEHHUE TMPEIT0KEHHBIX
TOYEK 3pPEHHs, MepecKas, aHaIU3 MPOOIEMHBIX BOIPOCOB, BBIJEIICHNE TJIABHBIX HAayYHBIX
no3uIui aBTOopoB. i BeIMONIHEHUsT pedepaTa HEOOXOJUMO HAYMHATH C 0OOCHOBaHUS
BBIOOpA TEMBI, 3aTE€M MPUBECTH MEPEUCHD KITFOUEBBIX TOHATUN COAEPIKaHUS, TJIaH PaOOTHI
(0 yem paboTa, Kakue BOIIPOCHI BKJIIOUEHBI), 3aT€M MEPEXOAUTh K (POPMYIHPOBKE TE3UCOB,
NPEJICTaBISAIONINX KPAaTKOE COJEp)KaHue KaXKAOoro Bompoca TeMmbl. Jlanee, mpUBOISTCS
CTPYKTYPUPOBAHHBIC TE3UCHI (OCHOBHBIE TPYIIBI TE3UCOB IO pasjaeiaM padoThl).
CrpynnupoBaB Te3UChl (OCHOBHBIE MBICIH), YCTAaHOBHMB MEXJy HHUMH OCHOBHBIC U
COTIOJYMHEHHBIE CBSI3HM, COCTABUTH JIOTUYECKYIO MOJIETh cojiepKaHus padoThl (pedepara).
Bo3Mo0kHO nepBOHa4aIbHO MOCTPOUTH MOJENb COJEPKaHUsl padOThl U OCHOBHBIX OJIOKOB
(MbICTEl), a 3aTeM KaXIblii TE3UCHBIM OJIOK HAMOJHUTHL CTPYKTYPHBIM KPAaTKUM
coJiepKaHueM. DTO MO3BOJIUT B JAIbHEHNIIIEM pacCKpbIBATh paboTy, €€ coliepKaHUE C pa3HOU
CTENEHBIO MOAPOOHOCTH.

7.6. IlporpammHoe obecrieueHue

-cUCTeMHBIE IporpaMMHble cpeacTa: Microsoft Windows XP, Microsoft Vista
-cucTeMHbIe Nporpammubie cpeacta: Microsoft Office 2007 Pro, FireFox

8. MATEPUAJ/IBHO-TEXHUYECKOE OBECIHEYEHMUME JIMCIHUAIIJINHBI
(MOYJIs)
TpedoBaHusi K MUHUMAJIBHOMY MAaTEePHATbHO-TEXHHYECKOMY 00ecredeHH 0
Peanmuzanms mporpaMmbl  THCHMIUIMHBI  TpeOyeT Hanmuuusg Yy4eOHOro KaOuHeTa
«JloxymMeHTanmmoHHOE 00ECTICUCHHE YITPABICHUS.
[Ipu ocBOCHUYM AUCITUTUTMHBI PEKOMEHIYIOTCS TOCTY B HTepHET, KOMIIBIOTEPHBIN KJIacc
JUTSI IPOBEJICHUS TPAKTUYECKUX 3aHSITHM.
O6GopynoBanne yueOHOro KabnuHera:
1. IlocagouHble MecTa MO KOJMYECTBY O0YUIAIOIIUXCSI.
2. Pabouee MecTo mpemnogaBaTes.
3. MarsauTtHas gocka.
4.  Habop Tabnui, cxem, HarJISIAHBIX TTOCOOMIA.
5.  HopMaTWBHO-IIPaBOBBIC aKThI.
Texnnueckue cpecTBa 00ydeHHs :
1.IlepcoHanbHBIE KOMIIBIOTEPHI C JIUIICH3MOHHBIM IPOTPAMMHBIM OOECIIeYeHUEM |
WH(OPMAITMOHHBIMU CITPABOYHO-TIPABOBBIMHM CHCTEMaMH.
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2.Ilepudepuiinpie yCTpOMCTBA: MYJITUMEAUNHBIN MPOEKTOp, MPUHTEPHI, CKaHEPHI,
BHEIIIHUE HAKOIIMTEIX HA MATHUTHBIX U ONITHYECKUX JTUCKAX.

3.CpenctBa 00bIION U MaJION OPraHW3allMOHHON TEXHHUKU: HIpeep, OpOoIIopoBaIbHas
MallyHa, KAPTOTEYHOE 000PYI0BaHUE, TaMUHATOP, CTEIUIEP, IBIPOKOI, HyMEpaTop, Pe3ax,
OCHACTKa JUIA [1I€YaTH U IPYTUe KaHLEIAPCKUE ITPUHAIIIEKHOCTH, PACXOIHBIE MATEPUAIIBI.

npunodycerue 2
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JlonoTHeHNs ¥ U3MEHEeHUs!
K pa0o4eii mporpaMMe y4eO0HOM IUCHUILIHHBI (MO1YJIfA)

Ha 20 -20__ y4.ron

COT'JTACOBAHO:
[TpopekTop mo y4ebHoM padboTe
C.A. TpexOparoBa
« » 20 T

B pabouyto nporpammy y4eOHONU TUCHUIIIIMHBI BHOCATCS CIEAYIONINE U3MEHEHUS:

.
5

5

JlomomHeHus: ¥ U3MEHEHHS K pabodeil mporpaMmmMe pacCMOTPEHBI U PEKOMEHI0BAHbBI
Ha 3acenanuu Kadeapbl

(HanMeHOBaHHME)
[TpoTokos Ne OT«__ » 20 1.
HUcnonaurtens(u):
/ / /
(IODKHOCTB) (moamucek) (®.1.0.) (nara)
/ / /
(IODKHOCTB) (moamucek) (®.1.0.) (nara)

3aBenyrommii kKadeapon
/ / /

(HanMeHOBaHME Kagephl) (momuce) (®.11.0.) (mara)
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